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To work with a growth oriented organization that put forwards diverse job responsibilities, where my resourceful experience and academic skills will add value to organizational operations & also, avail me constant learning, leading to procession of my intellectual growth and creative skills.
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Professional Overview
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· An astute, result oriented leader and dynamic professional with nearly 6 years of rich experience in business operations with key focus on bottom-line profitability. Knowledge of Administration, Marketing, Accounts, Purchasing, Sourcing / Procurement, Business Development, Inventory management, Storage, Materials Management, Demand Planning-Forecasting, Logistics and Team Management. 

· Knowledge about Administrative operations and generating & implementing Standard Operating Procedures department wise and training team members for maintaining compliance with these procedures 
· Experienced in handling material management activities involving material planning, scheduling & procurement. Proficient in liaising with cross-functional divisions for ensuring smooth flow of operations & supply of required items. 

· Knowledge on mapping Business requirements and developing & implementing processes in line with pre-set guidelines. 

· Skilled in formulating strategies and handling supply chain management activities to strengthen effectiveness. Deft in implementing cost saving measures to achieve reduction in cost. 
· Experienced in streamlining the system and procedures for effective processes control. 

· Resourceful in ensuring clients meet service, cost, delivery and quality expectations. 

· A sound leader with strong communication & inter-personal skills, able to conceptualize and modify the systems & processes towards accomplishment of cost, profit and service objectives of the organization. 

Skills by Functions
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HR and Admin
· Preparing monthly activity report department wise for Management 

· Managing internal & external communication on behalf of Management
· Evaluating payroll of the staff & managing wages of the contract workers.

· Involved in the recruitment and mentoring of new staff.  Undertaking staff performance reviews
· Increase the effectiveness and efficiency of Support Services through improvements to each function as well as coordination and communication between functions.

· Managing cross functional meetings of various functions for better improvement.
Marketing and Business Development
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· Evaluating & Analyzing sales data monthly basis.

· Overseeing sales forecast & promotion budget with Management team.

· Recommending promotional materials, preparing business profiles & presentations for expansion & growth.
· Developing & establishing marketing strategies, identifying new business opportunities, providing market intelligence & strategic input for organizational positioning.[image: image11.jpg]
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Production, Purchase & Store
· Identifying and developing potential vendors for the right sourcing, achieving cost effective purchases of raw materials

· Implementing systems for enhancing operational efficiency. Designing strategies for increasing production, saving cost and generating revenue for the company. 
· Production planning based on Sales Marketing demand
· Managing Contract manufacturing orders – deducing efficient cost of the product along with the production team – analyzing different possibilities to reduce the product cost for higher margins at our end - ensure daily follow-up of plan realization and communication with the client accordingly.
Finance 
· Directing budget and planning process for the organization's annual budget with Management team
· Managing day to day processing of accounts receivable and payable as per the reports received from accounts department.

· Assisting Director and Board in creating organizational budget and monitoring cash flow.
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Work Experience

	Sept 2013 – Nov 2015
	                         Swathi Sunsource Power Pvt. Ltd. India (SSP)

	
	                        Operations



· Driving operational improvements and fully responsible for the day- to-day running of various departments.

· Focused on developing programmes that deliver efficiencies and playing a leading role in the mobilization, development and implementation of robust operational processes
· Responsible for ensuring that the company’s culture and style is apparent throughout its Business Operations. 
· Responsible for planning and managing Raw Material & Equipments/Spare/Machineries procurement as per Solar thermal project requirement. 

· Assisting Management team in preparing business proposals and planning financials 
	Feb 2010 – Jun 2013
	Sysmed Laboraties Pvt. Ltd. India

	
	Operations



· Responsible for ensuring that all Business Operational tasks are done correctly, costed effectively and delivered on time. Also in charge of maintaining a good working relationship with the company's main clients.

· Responsible for ensuring that all the leads across the company’s Business Operational activities are managed in a timely fashion that maximises the organisations income and profits as a whole.
· Assisted in the Demand Planning, Procurement, Warehousing & Distribution. 


Academics

	M.B.A. 
(Marketing)
	Indian Institute of eBusiness Management, 

Pune, India
	2010
	A

	M.B.A. 

(International Business)
	Indian Institute of eBusiness Management, 

Pune, India
	2010
	A

	B.Sc. 

(Biotechnology)
	Wilson College, University of Mumbai,

Mumbai, India
	2008
	A

	
	
	

	IT Skills
	
	
	

	
	
	

	Tools / Packages
	MS Office 2003 / 2007 / 2010
	

	Operating Systems
	Windows XP / 7
	
	

	Personal Information
	
	
	

	
	
	
	

	Gender
	Female
	
	

	Date of Birth
	28th October, 1987
	
	

	Languages known
	English, Hindi, Marathi & French (Beginner level)
	

	
	
	
	

	
	
	

	Nationality
	Indian
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